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Presenter
Presentation Notes
Instructions: Leave slide up as participants join the session.
 
Tell: Welcome everyone. Today we will introduce you to the VA for Vets Veteran Hiring Fair being held in Detroit, Michigan. In addition to this training, you will receive a staff information guide and an event brochure before the event to help you prepare for it. 
 
Some of you may have been involved in other hiring events, like the one held this year in DC, and others may not have participated in a hiring event of this scale. Regardless of your experience, this training focuses on what is happening at the Detroit event the week of June 25. We are expecting approximately 10,000 Veterans to attend the three-day hiring event. 
 
Advance the slide.
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Presenter
Presentation Notes
Tell: Before we get started, let’s take a look at a model for federal Veteran employment. It will provide you with a framework for how this program started. 
 
Instructions: Start at the bottom and work your way up the model. Briefly reference each section as you read the corresponding content.  
 
Tell: Think of the model as the framework for supporting Veteran employment. At the fair, thousands of federal and private sector jobs are available, with employers and hiring managers on site. Available at the fair will be networking opportunities with employers, career search preparation support, training, one-on-one career coaching and more. This unique opportunity allows all of us to serve those who have served our country. 
 
Advance the slide.
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Presenter
Presentation Notes
Tell: The following key representatives from VA may be at the hiring fair. Please note of Mary M. Santiago’s photo. She is the director of Veteran Employment Services Office (VESO), which is the office that manages the VA for Vets program.

Advance the slide.
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Presenter
Presentation Notes
Tell: Here is what we’ll accomplish in the hour we have scheduled. 
 
Instruction: Briefly review the agenda.
 
Tell: When you complete this session, you will be able to:
Describe the customer service standards for the Detroit Hiring Fair.
Define Detroit Hiring Fair services and where these services are located.
Address participant problems by providing clarification, instruction, suggestions, and alternative solutions. 
Identify the additional training and other resources available. 
 
Advance the slide.
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Presenter
Presentation Notes
Tell: VA for Vets is dedicated to serving those who have so bravely served our country. The primary goal of this hiring fair is to help Veterans secure employment. This extraordinary event has: 
Over 3,000 federal and 
Over 13,000 private sector jobs with
270 employer booths and 
100 onsite interview rooms, 10 of which are equipped with virtual interviewing capability
 
Advance the slide.
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Veteran Hiring Fair in Brief

 Large-scale hiring event to help
Veterans:

— Match their skills with appropriate jobs

— Present their credentials effectively to
federal and private sector employers

— Connect with jobs
— Get hired

e Hiring managers can interview and
hire on-site.

— Large number of private sector
employers

— Most VA and federal positions outside
of the Detroit metro area.
e Coaching, interview scheduling,
resume building, interview training
and other services provided.
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Presenter
Presentation Notes
Tell: The Detroit fair will be a large-scale hiring event to help Veterans: 
Match their skills with appropriate jobs
Present their credentials effectively to federal and private sector employers
Connect with jobs
And more importantly, get hired 
 
Unlike other hiring events where participants usually stand in long lines and provide their resumes to multiple employers, only to walk away with business cards and website registration information, Veterans will have the opportunity to interview with hiring managers and receive offers for open positions. 
 
Emphasize: You, as event staff, are the key to this event’s success. 
 
Tell: Over 120 private sector employers are attending this event, and each of them is interviewing qualified Veterans on site. Please note that most VA and federal positions are outside of the Detroit metro area. 
 
Some of the services provided include coaching, interview scheduling and training for building resumes and interviewing. Before I go any further, let me tell you a little about the environment in Detroit. This information will give you an idea of what to expect. 
 
Advance the slide.
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What To Expect
e High participation — chronic high unemployment in
Detroit area should drive interest.

 Veterans may bring some skepticism about the hiring
fair based on previous experiences.

» Veterans may become quickly frustrated if they believe
the hiring fair will not lead to results.


Presenter
Presentation Notes
Tell: 
High participation – Detroit is experiencing high levels of unemployment, which we expect to drive interest in attending this event.
Veterans may bring some skepticism about the hiring fair based on previous experiences.
As previously stated, this event is not a typical job fair. The services provided are broad and specialized. 
Veterans may become quickly frustrated if they believe the hiring fair will not lead to results. 

Emphasize: As staff supporting this event, you should anticipate facing some of these unexpected frustrations and should be prepared to help. You may be asking yourself, “How am I expected to do that?”
 
The answer is training and preparation. In addition to this training, customer service training is provided in your role-specific training.
 
Advance the slide.


Customer Service Standards

* Provide superior customer service throughout the
hiring fair.

o All staff need to be prepared to:
— Defuse frustration

— Provide alternatives when one option fails
— Stay upbeat and encouraging

— Observe dress code: white shirt with collar, black pants or
skirt, comfortable shoes

— Ensure that all participants leave the hiring fair with a
sense of having benefitted.
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Presenter
Presentation Notes
Tell: I’d like to reiterate that the goal of the hiring fair is to help Veterans get hired. 
 
In addition, you are there to provide superior customer service throughout the hiring fair. All staff need to be prepared to:
Defuse frustration. The customer service training will help you prepare to de-escalate the situation so that you will be comfortable if an unexpected situation occurs.
Provide alternatives when one option fails.
Stay upbeat and provide encouragement.
 
Of course, like any professional event, we expect all staff members to observe a dress code, which helps Veterans easily identify staff in a crowded environment. The dress code is as follows:
An all-white shirt with a collar is preferred. Some of you may have a VA4Vets logo on an all-white shirt, which is acceptable. 
Black pants or skirt
Comfortable shoes – preferably black, but white tennis shoes are acceptable.
 
And finally, ensure that all participants leave the hiring fair with a sense of having benefitted. We don’t want any Veteran to feel left out.
 
Advance the slide.


When a Veteran Asks For Help

 Smile and greet the Veteran —
remember, the Veterans do not know
your role. They want jobs and know
you are there to help them find one.

* Let him or her ask a question or
explain a problem.

 Remain pleasant and helpful at all
times.
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Presenter
Presentation Notes
Tell: Good communication is paramount, along with positive interaction. 
If you can provide a quick answer, then do so. 
If you cannot help, then direct the Veteran to the proper location or take initiative and find someone who can help. 
If the question involves resume writing or interviewing techniques, then suggest that he or she attend one of the workshops or schedule a coaching session. These services are available on site. Use the brochure and/or provide directions to the location. 
Be sure to thank the Veteran for letting you help.
 
Also remember to:
Smile and greet the Veterans. Remember, they do not know your role. They want jobs and know you are there to help them find one. 
Let them ask a question or explain a problem. 
Remain pleasant and helpful at all times.
 
Advance the slide.
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Prior to the Hiring Fair

e Participate in role-specific training.

» Register for the hiring fair at the VA for Vets website:
http://vaforvets.va.gov/veterans/aboutva/hiringevents/
Pages/EVENT Detroit June2012.aspx

— Be sure to select “Staff Registration”.

« Coordinate with your organization’s point of contact as
needed.
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Presenter
Presentation Notes
Tell: Make sure that you participate in role-specific training. If you have not already registered for the hiring fair, please do so at the VA for Vets website. 
 
http://vaforvets.va.gov/veterans/aboutva/hiringevents/Pages/EVENT_Detroit_June2012.aspx 
 
On the web page, select Staff Registration. Choose from one of the three options. Be sure to select Staff Registration, because if you select either of the other two options, you will be asked about your rank and branch of service. You do not want to register as a participant. It is important to register as staff, or you will not be able to get into the COBO Center.
 
Be sure to coordinate with your organization’s point of contact, as needed.
 
Let’s move on to the event itself as far as Locations, Activities and Roles.
 
Advance the slide.
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Presenter
Presentation Notes
Tell: In your staff information packet, you will have additional information about the COBO Center. The hiring fair main location is the COBO Center, which is located at 1 Washington Boulevard, Detroit, MI 48226. 
 
Several events are going on, which will be covered in the next few slides. Please note that on Monday, June 25, there will be fireworks with music at the Hart Plaza along the Detroit River. If it rains, the event will be moved to June 26. This event includes music, a singing competition and more. As a result, we anticipate additional people traveling into the COBO Center area Monday. We recommend that you arrive early on Monday to avoid traffic. We have been told the streets will be closing later in the afternoon for events leading up to the fireworks display at 10:00 p.m.
 
Advance the slide.
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Introducing COBO Center



Presenter
Presentation Notes
Tell: The COBO Center is one of the largest convention centers in the nation. Additional information about the venue can be found at http://www.cobocenter.com/ or by performing an internet search for COBO Center.

The building is easy to identify and is marked by the big red letters that read COBO. Once you arrive, there will be individuals from Halfaker available. 

Advance the slide.
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Security

« COBO Convention Center Security
— Maintains a security force

— Contact with local police, fire department, and all
authorities

— Event security has direct contact with event managers
and program leads from VA

e Securing Information
— Resumes contain sensitive information

— Paper resources
— Take responsibility and use burn boxes
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JUNE 26-28, 2012
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Presenter
Presentation Notes
Tell: The Convention Center maintains a security force that is responsible for protecting the facility. Center security maintains contact with the local police, fire department and all authorities.

The event contracts with a security force that is responsible for protecting VA property, staff and event attendees. Event security has direct contact with event managers and program leads from VA.

Some areas of the event have restricted access. Security will not permit un-credentialed access to these areas for any reason.

Emphasize: Take responsibility for protecting and securing personal information while working at the fair. Resumes contain personal and sensitive information—not sensitive information, in terms of classified—but information, such as an applicant’s salary, which is required on a USA jobs federal resume. Other information will be collected as part of the hiring fair activity and may also include this type of information. All staff should constantly be aware of all information—both hard and soft copy—and make sure it is secure or properly disposed of. Burn boxes are located throughout the hiring fair. 

Use your best judgment and the burn box.

Advance the slide.
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National Veteran Conference Registration

« National Veterans Conference registration will take
place at the COBO entrance.

e Halfaker team wiill:

— Greet Veterans, check military 1Ds, distribute
badges and direct Veterans to hiring fair and
service booths.

— Be responsible for facility-related issues at COBO
Center.
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Presenter
Presentation Notes
Tell: The National Veteran Conference registration will take place at the COBO entrance. The Halfaker team will:
Greet Veterans, check military IDs, distribute badges and direct Veterans to the hiring fair and service booths. 
Be responsible for facility-related issues at the COBO Center.
 
They also will be checking identification and providing staff to help at the entrance area. Now let’s talk about services…
 
Advance the slide.
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Service Booths

e Variety of service and information booths:
— VA for Vets information

— USAJOBS

— Veteran medical services

— eBenefits

— Mobile Veteran Center

— Rural Health and Outreach Unit

— Defense Enrollment Eligibility Reporting System (DEERS)
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Presenter
Presentation Notes
Tell: A variety of services will be available to Veterans in the, what we are calling, service booths. Listed are several booths, to name a few:
VA for Vets information
USAJOBS
Veteran medical services
eBenefits 
Mobile Veteran Center
Rural Health and Outreach Unit
Defense Enrollment Eligibility Reporting System (DEERS)
 
I’ve talked about the COBO Center itself, so now let’s look at the floor plan. 
 
Advance the slide.
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Employer Booths Interview Rooms &
\ - Interview Reception Area

| Tmmm———" Reporting
& Data
Entry

i

- Business Center - VA for Vets - Coaching &

Assistants Booths

Coaching Reception Area
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Presenter
Presentation Notes
Tell: This is a snapshot of the first floor. Your role will dictate where you will be working during the event. The Way Finder and Reporting and Data Entry staff will move around the venue. Training rooms are located on the second floor. We will be looking at that floor plan in a later slide.
 
A walkthrough of the COBO facility will be held for all staff on the June 25. The onsite walkthrough will be provided several times during the day. We strongly recommend that all staff participate in the walkthrough. One of the most common questions you will hear is “where is X?” Please take a minute to look at this floor plan before we go into the specific roles. 
 
Again, the floor map is in the staff information guide and event brochure that you will receive before the event. 
 
Advance the slide.
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Activity Summary of Tasks Location(s)

] Check-in Determine if the Veteran has registered | Check-in
for the Hiring Fair. Collect and enter
information from walk-in participants
into the VA for Vets system. Help
Veterans schedule day-of-event
services and provide agendas.

Interviewing Greet Veterans and check them in for Interviewing Reception
interviews using scheduling software. Area
Assist employers and advise Interview Rooms

interviewers of appointment time,
arrivals and cancellation requests.



Presenter
Presentation Notes
Tell: The activity, summary of tasks and location on the floor plan will be listed in the next series of slides. Each of you should be assigned to one of the activities described in the next three slides. Most of these activities will take place in the location identified in the right-hand column. 
 
Instruction: Review the activity and summary of tasks and then scroll back to the floor map and point out the location. 
 
Advance the slide.
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Event Staff Activities

Activity

] Coaching

Description

Greet Veterans, confirm appointments,
determine their coaching needs,
schedule appointment with coach,
update waitlist, and escort Veteran to
coaching sessions or waiting area.

VETERAN
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Location(s)

Coaching Area
Coaching Reception Area

B Training

Greet and direct Veterans to classes,
update training walit list, keep a count of
attendees, distribute training materials.

Training Area (2" floor)
Training Reception Area
(2nd floor)
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Event Staff Activities

Activity
I Wayfinders

Description

Proactively greet Veterans throughout the
Hiring Fair area. Explain the layout of the
hiring fair and direct Veterans to service
areas. Answer general employment and
event gquestions, as needed.
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Location(s)

Throughout the Open
House

Reporting and
Data Entry

Record and report interview results.

Reporting and Data
Entry Area and
throughout the Detroit
Hiring Fair

- Business

Center
Assistance

Provide Veterans support in gathering,
printing, and saving employment
documents.

Veteran Center
Customer Service Area
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Event Staff Activities

Activity

VA for Vets
Booth Staff

Description

Provide information about the VA for Vets
program.

VETERAN
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Location(s)
VA for Vets Booth

20
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Presenter
Presentation Notes
Tell: All training and workshops will occur on the second floor. Resume Building, Interview Techniques, Job Seeker Boot Camp and Federal Investigations will be offered. 
The training session schedule is located in the brochure. 
Resume Building - four times a day (one hour)
Interview Techniques - four times a day (one hour)
Job Seeker Boot Camp - twice a day (three hours)
Federal Investigations - once a day (one hour)
 
Now let’s talk about more event staff training.
 
Advance the slide.
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Training Schedule

Resume Building and the VA for Vets Career Center
Room D2-15, Max Seating Capacity 220

10:30 a.m. ¢ 12:30 p.m. ¢ 2:30 p.m. ¢ 4:30 p.m.

Interviewing Techniques
Room D2-08, Max Seating Capacity 220
11:00 a.m. ¢ 1:00 p.m. ¢ 3:00 p.m. ¢ 5:00 p.m.

Job Seeker Boot Camp
Room D2-09/10, Max Seating Capacity 48
10:15 a.m. ¢ 4:00 p.m.

Federal Investigations
Room D2-09/10, Max Seating Capacity 48
1:30 p.m.

22


Presenter
Presentation Notes
Tell: Here’s the training schedule. Classes take place daily at the times listed. The Resume Building and Interviewing Techniques classes are each an hour long. The Job Seeker Boot Camp sessions are each 3 hours long and the Federal Investigations class is 90 minutes long.
 
Advance the slide.
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Presenter
Presentation Notes
Additional training sessions will be offered to you over the next two weeks.
 
Let’s take a few minutes to look at training for hiring fair staff. 
 
Advance the slide.
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Hiring Fair Staff Training

Delivery

VETERAN
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Who Should

Method

Participate

Introduction to Veteran Instructor-led All

Hiring Fair Webinar

Coaching at the Veteran Instructor-led Coaches

Hiring Fair Webinar

Coaching and Customer Instructor-led | All Coaching Area Staff

Service Webinar

The VA for Vets Website Instructor-led | All Coaching Area Staff
Webinar

Introduction to the Career Self-study Coaches

Center

Creating and Revising Instructor-led Coaches

Federal Resumes

Webinar

24


Presenter
Presentation Notes
Instructions: Briefly describe the training that will be provided for hiring fair staff after the overview module.
 
Advance the slide.
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Delivery Who Should
Method Participate
7 |Interview Techniques and Instructor-led Coaches
Preparation Webinar
8 |Case Management System | Instructor-led Coaches
(CMS) Webinar
9 |Detroit Facility and Instructor-led All roles
Services Tour On-site
10 [Federal Hiring Managers Instructor-led |Federal Hiring Managers
Webinar
11 |Civilian Hiring Managers Instructor-led | Civilian Hiring Managers
Webinar
12 |Regional Veteran Instructor-led | VA for Vets Booth Staff
Employment Coordinator Webinar
(RVEC) Support
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Hiring Fair Staff Training VETERAN
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Delivery Who Should
Method Participate
13 |Training Support Instructor-led | All Training Area Staff
Webinar
14 |[Check-in Support Instructor-led All Check-in Staff
Webinar Wayfinders
15 |Interview Booths Logistical | Instructor-led |All Interview Staff except
Control Webinar Hiring Managers and
Hiring Specialists
16 |Veteran Customer Service | Instructor-led Business Center
Webinar Assistants
17 |Interviewing Techniques Instructor-led in Instructors
a Classroom
18 |Coaching Area Support Instructor-led Vet Reps
Webinar RVECs




Questions
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Presenter
Presentation Notes
Tell: We have spent some valuable time together. We have discussed:
Veteran Hiring Fair in Detroit
COBO Center
Location, Activities and Roles
Training at the event and for you
 
Ask: Are there any questions? 
 
Tell: If there are no questions, I want to thank you for your time, and I hope that you will take advantage of the other training sessions that are provided for you.
 
Thank you again for serving those who have served our country.
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